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APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTOR 

RECORDS MANAGEMENT DIVISION 

INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue; Atlanta, Georgia, 30334, 
Attention: Schedulinc 

FOR AGENCY USE - 
bpplication Date 

Lpplication Number 

- -. - -~ 
!. Person to Contact 

xtion. 

1. Agency Address 
Comptroller General 
Insurance Department - Regulatory Laws 
238 Capitol Building 
Atlanta, Georgia 30334 __ ~~ ~ .-____ 

~ ~ -~ ~ ~~ ~ ~~ ~~ 

Working Title 

Administrative Clerk - . 
~~~ ~~ ~ ~ 

-~ ~~~~~ ~- - .~ Mary - -. Jane .~ ~.~ Johnston - 
1. Action Requested *b 

a. 
b. 

Establish Retention Schedule; &cord will continue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. 

FOR RECORDS MANAGEMENTVSE _ _  ~ 

Aoolication Number 

a2-360 

c. 0 AmendA lication No __ Check One: 0 _Change; 0 Supercede; 0 Void 
I. Dates of Series p v x G &  Gzs&ie(foNowedby title used in office; if different) 
.arliest Latest 

~ R f i c ~  [ Service of Legal Process (Suits and Summons) 
- ~~ ~~ - 1977 1 - I  ~. - 

i. Division and Qffiq~_Fu.q@iop- - ~: -: 1 What isxhe,function.~ofthe]bivision . .  andthe Office inwhich t h i s  record zeries i s  cieated? I. 

The Comptroller General is responsible for regulating insurance companies and for 
administering insmake-related laws;  stipervl sing and licensing loan-companies making 
loans of $2 , 500 or less; and enforcing the State's Fire Safety Laws and Mobile Home 
sales regulations. 

The Insurance Division supervises insurance companies and agents , collects premium 
taxes , examines policy forms, and policy rates , and a q i n i s t e r s  insurance related laws.  
The Division also licenses agents and companies and investigates consumer complaints. .. 

~ __._._I ~ .~ ~ 

r. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

Complaints filed on insurance companies served on the Commissioner. 
Included are: 

Copy of our transmittal letter 
Copy of actual suit 
Returned registered mail card 
(sample . f  attached) 

- <. 'I 

. * 
1 

'I ,,-* 
, .  

File i s  arranged: 
. ~, . I  

Alphabetically -?- and on's yearly basis . . \ '~ . 

_. ~~ ~ 

3. Monthly Reference Rate How often are records referred to which are: ', 

One to six months old 

twenty-five ~~~ ~ months ~~~~~~~~~ and older~ ~ ___ 
8. Annual Rate of Accumulation of Records 

; Seven to twelve months old ; Thirteen to twenty-four months old L--; 
--.? . Rarely 

~i ' 

; Shelves I Other (specify) Letter-size drawers ; Legal-& diawers x , ,  

% 
~~ 

.i 

~~ ~ ~~ 
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,- I~ ~~ - ~~ ~~ 

--___c___pi . ( P l a c e  an "X" in the proper column) - _ _  
. I  . 

-. 
,i 

b. Does the series contain cokfidential information requiring security handling? If yes, cite law or regulation. 
_. _- - 

i 

eries have historical or 1ongtt~m'~reFarch value? _. - 

r two documents in the file make it necessary to keep'& entire file for a long period, could these 
~~ ~- ~ 

~. 
.e.ublished? -lTyeL&a6!hhaoey.'- ~ -~.L-..-_~--- 

ation contained in this seriisever analyzed-and/oi'rekorded in a-summarized report? 
. . . . . .  - 

Pyx- ~~-L_I---- _- ~~ 

. -  . , .- _. ~ . 

h. Is  there a duplication of this series in your office, or in another ........ office or agency? ~- , -- - '  
~- 

~~~ ~ - - -~ 
~ ~~ ~~ .- - .. J. I s  this series lor a mdor . m r ~ o n ~ ~ t h g u ~  . rofilmed? 

- .. - . . . . . . .  h e r e c n r M e x r e s u M - m u t e r  tsrhbi!tl- . L A ~ > ~ ~  ~ ~ ~- ~- . . _i ~ 

1. Retention Requirements ,)The following requires the series to be kept: 
i 

- d. Audit period -____ ,years. a. State Law years. 
b. Statute of limitation years. e. Administrative need &years. 
c. Federal law - -years. f. Federal retention instructions -years. 

~. 
. , .  

~, : 
~~ 

-~ ~ 

. -  

- -  ~. - . -  ~ . ~ .  .i.-_ 

. .  - -~ . Attach copy or excert of laws &'regulations. Explain'administrative need. ~~ z .  
-" 

The s,$atute of limitations is two years on bodily injury and 4 years on property. 
.... . - - ~ ~  - - - .~ - _ r _  _. -. ~ _- , _. . . .  . ~. - , .  . 
._ ~~ ~ ,. . _ . _ .  ~ ~ . .  ~. . .. ~~ . ~ . .  . .  

On. the advise. of in-house counsel, &ey . 'suggest . . . . .  w e  hold records for 10 years .. ~ ~ . .. , . _ -  . . . . . .  . .... - . . . . . . . . . . . . . . .  - ~~~ . 
... .. _ ~ ~ _  ~~ ~ - ~. ~ - -~ ~ .~ 

- 2. Approved Disposition lnstrrretions -..This agency~recommends that the file serie3-ke cut off at  the end of each:. .. ~ ~ ~- 
. -  Calendar Year;'U Fiscal Year; Other . . . . . . . . . . . . . . . .  . -. -.--=then, 

- . . .  Hold in the current f i les area ------;month(s) 2. year.(s); then . ~ . ~ .~ ~ . , - . -  - .  . . . . . . . . . .  .... . . .  . _ _  - -. ~~ . ~ ~~~ . . . . . .  ~- - _ . ~ ~  
.. - . .~ ~. . - . -  . . . . . .  

~~. ". . - , .  - year (5) ; theri--~~ r 

\ . .  ~ ' -  .-- '~ 
.. ~~ 

.Transferto lo&lJolding ar'e~ii ho!d 
. . .  

~ . ~ 

. .  a Transferto'sate-Records Center; hild, . . .  &-ye&(s);then - . . . . . .  - - ~ .. . . . . . .  - -, . - 
. . . . . . . . . . .  . .  ~.~~~ ,-. . ~ _ .-  -,. . _ _  .- - . -  . ~ . , ~  -~ ,. 

:Destroy. , .. 

0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

. .  . . . . . . . .  -. .- ~ . . -. - - . .  . . .  . . . . .  - >~ . . . . .  ....... ......... .... 
,:. - .  I 

._.. - -~ . .~ 

.~ .~ - . . .  . .  - ~~. . - . . . . . . . . . . . .  - ..... - . . . . . . . .  -. ., - . 2  .. . .: ~ . ~ 

. . . . . . . . . . .  . d i  

- ~. ~ ~ - ~ .  . .  .~ - ~ .~ . . . 
- - .  . . . . . . . . . . . .  

. . .  - - .  ~~ ~. . 
I .. . . . . . . . . . . . . . .  

. I  

These instructions apply to a l l  prior and future accumulations of the series. 

' I f  disapproved, attach letter 
)f explanation.) 

1 
Attorney GenerallDesignee 
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